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Demonstration

- DROP ACTION

Human Resources > Personnel Management >
Administration > HR Master Data > Personnel

Actions
(PA40)

Note: The DROP (Deferred Retirement Option Plan) Action does not
stop employer matching or employee contribution from being made to
the employee’s retirement plan. Communication to the Agency’s
personnel with the role of Agency Benefits Specialist needs to be
notified of the employee’s enroliment in the DROP, so that if necessary
the retirement plan can be ended. Otherwise, overpayments may be

paid to the retirement plan.
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SCREEN VIEW
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PA4D - Personnel Actions
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FA20 - Display
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% {3 Human Resources
) PPMDT - Manager's Desktop
< {3 Personnel Managernent
2 {3 Administration
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&) PA20 - Display
2 PA10 - Personnel File
) PATO- FastEntry
) PA42- Fast entry; Actions
B 1 Info System
b [ Toals
I [ Settings
b [ Recruitment
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1a. Enter transaction code PA40 in
the command field and press enter,

OR

1b. Optional - Follow the menu path
and double click on Personnel
Actions.

> | SESSION_MANAGER 2] | saperr INS

HE Master Data

Edit Coto Bdras Utilities Settings
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2. Enter the employee’s Personnel
number.

Personnel Actions

N

d
s| XX
nnel no 42

Fram 030104

-

Personnel Actions

Action Type Personn...|EE group

EE subg

PromotioniDemotion

LWWOP - Inactive Status

Return fram Leave

[Termination

Retirement

2 e in PayPosn Attributes

D

[+][» | el |

| 3. Enter the employee’s DROP

effective date. This is the employee’s
date of enrollment in DROP. ltis
usually the 18 of the month for
APERS-DROP.

The effective date must be within the
current fiscal year. If the employee
was enrolled in DROP for a previous
fiscal year.

D |Pad0 2| aper NS/

4. Select DROP under Action Type.

5. Click Execute.
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SCREEN VIEW

Infobgie  Edit Golo Esra:
7
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STEPS

Copy Actions
g\ (& Execute info gro 8 Change infao group
LI
Pers No 42
Hame Jerri Jolley
EE group 1 Regular State Em .. Personnelar  FRB4 DFA
EE subgroup  UE Employee 85N 126-60-7510
Start B3/01/2004  fo 1273179999

Personnel action
DROFP

nEd 6

N

Action Type
Reasan for Action

Gtatus

Customer-specific Mo Concurrent Employment

o]

Employment Active

o]

Special payment Mo special payment

o]

Organizational assignment
Paosition 22080002 INSURANGE SPECIALIST Il
FAD4  DFA

1

UE

Personnel area
Employee group Regular State Empl

Employee subgroup Employee

10

B
[+]
b [Paan b sapetr N3~

6. Select “DROP” from the drop-down
list or enter “01”.

7. Click Enter.

The message, “Record valid from
(date) to 12/31/9999 delimited to end”
may appear.

Click Enter again.

The message, “Save your entries”
should appear.

8. Click Save.

]

@ 18 @@ CHE 9000 BE @6

Copy Organizational Assighment

| A%‘ Ory Structure

Personnel No 42 Name Jerri J. Statug Active

EE group 1 RegularState Em. Personnelar  FA4 DFA

EE subgroup  UE Employes 85N 126-60-7510
Start 63/01/2004 | to 1213179999

Enterprize structure

CoCode ARK State of Arkansas Leg.person

Pers.area FRE4  DFA Subarea 0AL1  OT,5td ASHB

Cost Cir 383225 SCHFI Bus.Area D618 DEPT OF FINANCE AND ..
Personnel structure

EE group 1 Regular State Empl. Payrarea 11 Arkansas Bi-Wweel

EE subgroup UE  Emploves Contract [roon Hoursrvear @ h

0-19 HRS PER WK I

1000 Hours/Year

Organizational plan Adrrinistrato

0+HRMO, M0
<BOHRMO, 3M0
Drop 1000Hrs ¥

Percentage  108.80 Assignment

22080002 ADS3

FersAdmin

Fuosition Time

Drop =20 Hrs Wk

INSURANGE SPECIA. | Payradriin

i RehirRet 1000YR

Job key 21669618 An02 RehireRET=20 WK
MEMBER ADVOCATE

Exempt N

10« ][+]

| Record created

b [Padn b saper N5

9. In the Contract field, click on the
drop-down list and select the
appropriate option.

For employees who enroll in the DROP,
and work 1,000 hours or more a year,
select “Drop 1000 Hrs Yr”. This
employee will be eligible for the health
and life benefits, but not retirement.

For employees who enroll in the DROP,
and work less than 20 hours a week,
select “Drop < 20 Hrs WK”. This
employee will not be eligible for any
benefits.
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SCREEN VIEW

Infatgie  Edit Goto
7

10

@@ SHE anoan FE @m

STEPS

10. Click Enter.

Copv Organizational nt
= ‘ Ory Structure 1 1
LI

Personnel No 42 Name Jerri J. Statug Active
EE group 1 RegularState Em. Personnelar  FA4 DFA
EE subgroup  UE Employes 85N 126-60-7510
Start fp3¢01/ 2004 to 1273179999

Enterprise structure

CoCode ARK State of Arkansas Leg.person

Pers.area FRE4  DFA Subarea DAL1  OT,5td ASHB
CostCir 383225 SCHFI Bus.Area  DE18  DEPT OF FINAMCE AND ..

Personnel structure

EE group 1 RegularState Empl. Payrarea 11 Arkansas Bi-Weekly

EE subgroup UE  Employee Confract Drop 1000HrsYr @
Organizational plan Adrninistrator
Fercentage  108.80 Assignment || Pershdmin 180 Dehil Heiman
Fosition 22080002 ADS3 Time 181 Donna K Hurt
INSURANCE SPECIA Payrédrin 102 EvaJ Spaul
Job key 21669618 Apo2
MEMBER ADVOCATE
Exemipt N

The message, “Record valid from
(date) to 12/31/9999 delimited to end”
may appear.

10«][+]

Click Enter again.

The message, “Save your entries”
should appear.

11. Click Save.

‘(D Record valid from 08/ 8/2003 to 12/31/3393 delimited at end

b [Padn b saper N5

CHRE OD0D HE @

12. Enter the employee’s DROP start
date. This should be the same date

1 3rate Monitoring of Tasks N

B[P

used in step 3.

Personnel Mo 42 Name Jerri J.. Btatus Active
EE group 1 Regular State Em .. Personnelar  FRB4 DFA
EE subgroup  UE Employee 85N 126-60-7510
Task
Task Type DROP Start Dat &
Date of Task [c4 < 12 |wg indicator Mew task o]
\[
\

Reminder
Reminder Date

Leadfollow-up time

Comments

13. Click Enter.

14. Click Save.

@ Recard created
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SCREEN VIEW STEPS

Infiotgie  Edit Goto  Ex
7

15 QR e@e CHE f000 AR 96
Crea\ie Monitoring of Taﬁ

14. Enter the employee’s DROP end
date. The DROP end date is seven
years from the DROP start date.

da2

Personnel Mo 42 Name Jerri J.. Gtatus Active YOU may Want tO USG the Lead/fO"OW-

EE grou 1 Regular State Em.. Personnelar  FAB4 DFA H H

EEguhgpmup lE Emgp\nyee 85N 126-60-7510 up tlme fleld to Set an aUtomated

system reminder of the DROP end

Task date. Change the default date only if

Task Type DROP End Date ] H H H

o .<‘:|1 2 T e . the required date |s.d|fferent from the
\ default date. Type in a number in the

Reminder . .

Reminger Date left field. Use the drop-down list to

Leadifollow-up time

select days, weeks, months or years
Cormerts in the right field. The person
identified on the employee’s
Organizational Assignment infotype
as the Personnel Administrator will
receive the reminder notice in their
| Record created b [Padn b saper N5 SAP inbox.

15. Click Enter.
sl HICea I CHE DL BE @0 - .
Copy Date Specifications 16 C“Ck Save'

Infotype  Edit Goto

& 17. Select “DROP Start Date” from the

T e e - IR drop-down list.

— mEEme. R 18. Enter the employee’s DROP start
Date Specifications date.

;Eh;i:;;a‘ Hire Date Eaa:jwzuﬂa ?;tizf;rsewmeDala E:}jwm 19. Select “DROP End Date” from the
23 LatestHire Date 03/18/2003 Z4 Leave Accrual Date 05/18/2003 drop_down ||St

N

17 ﬁ ﬁ 20. Enter the employee’s DROP end
date.

‘@ Record created b [ PasD sapetr INS
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SCREEN VIEW

ystem  Help
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Copy Date Specificatio 2
&

STEPS

Personnel Mo 42 hame Jerri J. Btatus Active
EE group 1 Regular State Em . Personnelar  FrB4 DFA
EE subgroup  UE Employes 85N 126-60-7510
Start 340172004 tn 1203179999

Date Specifications

Date tyne Date Date type Date:

Z1 Qriginal Hire Date BB/ 18/2083 22 Career Service Date pB/M18/2803
Z3 Latest Hire Date BE/18/2003 24 Leave Accrual Date 05/18/2003
26 DROP Start Date B3/01/2004 ZH DROP End Date 03/01/2011

‘(D Record valid from 08/15/2003 to 12/31/9898 delimited at end

0 [Pas0 bl saperr NS 7

HR MasterData  Edit Gofo  Extras  Utiliies pstern  Helg

B H Cad EHE DDhoag HE QB

Settings

Personnel Actions
@

21. Click Enter.

The message, “Record valid from
(date) to 12/31/9999 delimited to end”
may appear.

Click Enter again.

The message, “Save your entries”
should appear.

22. Click Save.

Personnel ho 2

Mame Jerri Jolley

EE group 1 RegularState .. Pers.area Fiod DFA

EE subgroup UE Employee Gost Genter 383225 SCIFI
From 03/a1/2004

Fersonnel Actions

Action Type
PromationiCemotion

LWQP - Inactive Status
Return from Leave
Termination

Retirement

DROP

Change in PayPosn Attributes

Personn..|EE group |EE subg.

[0 s I | =1

Dl [ [an

& Record created \L
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23. The message, “Record created”
will appear.
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